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Department of Transportation 
i I Division of Planning and Progr-ing 

The Division of Planning and Progr-ing is responsible f o r  the  d e v e l o p k t  of long and 
shor t  range t r anspor t a t ion  plans, pro jec t  scheduling, research  and d e v e l o p e n t  programs, 

da t a ,  and t h e  c o q i l a t i o n  of t r a f f i c  survey data. 
and a i rpor t  s y s t e m  developrent, and mass t r a n s i t .  

d ra f t ing  and rev is ing  maps 6f ci t ies ,  counties, and t h e  S t a t e ,  Lhd co l l ec t ion  of s ta t i s t ica l  .. 
This includes highway s y s t e m ,  av ia t ion  

'11. This fik contains the following documents (include form numben and titles, if any. and file arrangehent): . 
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Office of Public Transportation and Research we n 
Decatur, Georgia hie2-'%us(;ic Transg. I 
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7- ACTION REQUESTED 
ESTABLISH DISPOSITION STANDARD: 0 x RECORD WILL CONTINUE TO ACCUMULATE. 

DlSPOSE OF PRESENT ACCUMULATIONS; 

b Earliest fi Latest Dates of !Series 9. Exact Series litle 
1972 - To Date 

10. What is the function of the office in which this record series is created 

Airport  Master Planning F i l e  

I iil 

See Attachment 82 

AlTACH SAMPLES OF THE FILE 



See Attachment #1 
13. Is this the Record Copy of the series? 

14. Is there a duplication of this series in another office or agency? I .  r I lxxl 
IS. Is the information contained in this series ever summarized or published? Attach copy of sbnmary or publication. $( ] 1 ] 

16 Does the series coiitain classified information requiring 'security haidling? [ 1 !a 
17. Does the series initiate. amend or terminate agency policies and procedures? 

18. Could the function be performed i f  the files were lost or destroyed? 

1 1 m1 
[ 1 lW 

19. Is the series (or major portion of it) regularly microfilmed? If  yes. why? c 1 Ixxl 

20. Dms the recdrd.series provide data as input to an EDP file? c 1 WI 

21. Does the record series contain documentation produced as EDP printout? c 1 . m  - 

22. H a s  the Federal Government issued instructions governing retentionldisposition of these files? [XI L 1 

23. Wil l  there be a need for these records 10, 15 years from now? If yes, what? Dl I 1 
___ - 

24. REQUIREMEN& The following~requires the files to be kept : ~ . ~ 25. ..~ .years: 

a. [ 3 STATE b. [ ] STATUTE OF c. [ 3 AUDIT d. [ ] FEDERAL e. poC] ADMINISTRATIVE 1. [ ] HISTORICAL 
LAW LIMITATION PERIOD LAW DECISION VALUE 

(Cite Law, Statute, or other reason for the retention requirement) 

25. AGENCY RECOMMENDATIONS: This agency recommends that the file series be cut off at the end of each 
-[ ] CALENDAR YEAR -[ ] FISCAL YEAR -[ ] Other then: 

[ 3 .Hold in the current files area ~ . monthfs)/ ~. ... ~~ yeads): 

[ 3 Destroy. 
[ ] Transfer to State Archives for permanent retention. 
[ 3 Destroy immediately after cut-off. 
[ ] Other: (Specify1 

. [ ] Transfer to .[ ] State Records Center [ ] Local Holding Area; hold yeads): 

See Attachment #2 

(Indicate briefly rationale for recommendations abovelor write additional remarks): 



Attachment #l 

Airport Master Planning F i l e  
Explanation of Y e s  Answers t o  Questions 14-23 

15. 

22. 

The technical and engineering da ta  are summarized i n  the project  report(s) .  

FAA Advisory Ci rcu lar  150/5100-10 states tha t  project  f i l e s  must be 
retained three years after the date  of f i n a l  grant paymsnt and a f t e r  
the f i n a l  audit. 

The f i l e s  w i l l  be needed fo r  administrative and planning purposes. 23. 



Attachment #2 

Airport Xaster Planning F i l e  

- Description 

- Airgort Master Planning F i l e  - 
documents re la t ing  t o  the 
development of individual a i rpor t  
plans. Included are technical 
reports (maps. proposals, speci- 
f ica t ions ,  etc.)  and related 
engineering data and papers. 
F i le  is arranged alphabetically 
by ci ty .  

&or_t_ Master- Planning 
__ Corregondence F i l e  - documents 
re la t ing  t o  the development of 
individual a i rpor t  plans. 
Included are  correspondence, 
contracts wi th  consultants, news 
releases and maps. F i l e  is 
arranged alp€+etically ~ by 
ci ty .  

Disuosition 

Cut off f i l e  upon completion of project ;  
place f i l e  i n  inactive f i l e ;  cut off 
inact ive f i l e  a t  end of calendar year; 
hold i n  current f i l e s  area 2 years; 
r e t i r e  t o  Archives. 

- _-_ 

Cut  off f i l e  upon completion of project;  
place f i l e  i n  inact ive f i l e ;  cut  off 
inact ive f i l e  a t  end.of calendar year; 
hold i n  current f i l e s  area 2 years; 
t ransfer  t o  Record Center; hold 23 years; 
then destroy. 
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